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REMARKS: 


Kirk: 


A few days ago you mentioned that 
you were thinking of having 

look into the possibility of combining Agency 
graphics facilities within the headquarters 
building. Attached hereto is the file which 

I mentioned. Please return it to me when 

it has served its purpose. While this is 
three years old, it should be very helpful 

in getting started if you do want Austin to 
pursue the matter. 
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40 APR 1959 


MEMORANDUM FOR: Acting Deputy Director (Support) 


SUBJECT _ : Agency Graphic Facilities Within the Departmental 


This memorandum contains recommendations submitted for your approval. 


Headquarters 


Such recommendations are contained in Paragraph 4. 


l. 


Qe 


THE PROBLEM 
a. To determine Agency assets within the Departmental Headquarters 


in the Graphics--Visual Aids Field by organizational component, 
physical location, T/O or staffing complement, and on duty 
strength. 


To ascertain the average workload of those components in terms 
of type of activities conducted and for whom services. are 
performed. 


Determine what economies in personnel and/or space can be 
obtained currently and for the new building. 


FACTS 


Qe 


Within the Departmental Headquarters there are currently 
eleven (11) Graphics facilities plus one (1) Illustrator 
assigned to full time to the National Indications Center at 
the Pentagon building. The T/O or staffing complement for 
these facilities provides for positions compared with 
current on duty strength of ployees. (See Tab A) 


Office of Special Support Assistant, DD/S, Visual Aids Unit 


Item 1, Tab A 


The Visual Aids Unit has on duty[~ sd employees within 
responsibility for the graphics support of Clandestine Services 
components which include the maintenance of an operation room, 
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preparation of large scale presentations, special materials for 
exhibit and/or training purposes, and graphic materials for 
inclusion in brochures and publications. The following data 
represent a percentage breakdown of customers based on 4 month 
average for 1958: 


DD/P 29.2 
DD/S: 
Security 79 
Commo 6.7 
SSA 4,2 
Personnel 3.8 
Management 3.6 
Commercial 2.6 
| Medical de 
| Audit ot 
logistics 22 
DCI 7.2 
Support Guidance, Research, 33.0 
Administration and Leave 100.0 
ec. Office of Training/Support Staff, Visual Aids Section (Item 2 
Tab A 
The Visual Aids Section has on duty employees and 25X9 


performs exclusively for OTR in the préparation of graphics 
materials in support of Agency courses. The materials pre- 
pared are to a large extent similar in technique to those 
prepared by SSA/ Visual Aids but with the availability of a 
mechanically equipped woodworking shop increased emphasis is 
| placed on dioramas, montages, three dimensional and exhibit 
materials. A close liaison is maintained between the 
instructors and the personnel of this Section to ascertain 
the need for and effectiveness of presentation materials 
accompanying instructional courses. 


ad. Office of Logistics/Admin Staff, Support Branch (Item 3, Tab A) 


The Support Branch has on duty [employees with 25X11 
responsibility for the graphic support for the Office of 

logistics. The materials prepared are for use in instructional 

courses and for the greater part the same type of graphics pro- 

duced in b and c above. Increased emphasis in this branch is 

placed on the preparation of animated material, view-graph and 

slide materials made possible by the expansion of physical 

facilities. In addition the Support Branch has the facilities 
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of silk-screen process equipment which is used predominately 

in the preparstion of [____———S—S—S—S—SCS—id posters 25X1 
and various Agency advertising media. It is estimated that 

approximately 15% to 20% of the workload of this Unit is 

overt in nature and could be accomplished outside the Agency. 

The following data represent a percentage breakdown of 

customers based on average workload distribution for 1958: 


Percentage 
Office of Logistics 15.5% 
Management 6.5 
Personnel Te) 
Comptroller 9.7 
Security we 
DD/S ak 
DD/P 3 
OTR 5 
DCL 1.7 

00.0% 


| e. Office of Personnel/Records and Services Division, Statistical 
Reporting Branch (Item Tab A 


The Statistical Reporting Branch has on duty one (1) Illustrator 
producing visual materials confined to organizational and statis- 
tical charts reflecting personnel data. The employee is also 
responsible for the preparation of the monthly personnel report 
prepared in graphic form for the DD/S. This project together 
with display charts reflecting personnel data comprises the 
entire activity of this Graphics Unit. Work accomplished is 
exclusively for the Office of Personnel for use in briefings 

or discussions where graphic aids are required. Fluctuations 

in workload cause some slack time which is estimated at approx- 
imately 10-15%. 


f. Office of Basic Intelligence/Publications Division (Item 5, Tab A) 


25x9 [graphics personnel on duty in the Publications 
Division are used exclusively in the preparation of graphics 

materials for inclusion in the National Intelligence Surveys. 
Graphics assistance is rendered to contributing chapter members 
where such facilities are not available. Reviews and corrections 
when necessary are made to graphics submitted by contributing 
members in order to comply with predetermined standards for NIS 
publications. No other graphics functions are being accomplished 
within the Publications Division. 
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g. Office of Current Intelligence/Production Staff, Graphics Division 
Ttem 6, Tab A 


The Graphics Division in OCI with [ __ employees on duty is 25X9 
the result of consolidation of graphics personnel within the 

DD/I Area. This Division is responsible for the preparation 

of large scale visual materials and graphics for inclusion within 

current publications. The deadlines imposed on the Graphics 

Division are extremely stringent and require round-the-clock 

staffing. The predominent workload is for the DCI (including 

NSC), to fulfill requests of Presidential Assistants and for 

OCI publications. The following is a percentage workload dis- 

tribution based on average month: 


Percentage 

DCI (including NSC) . 20.0% 
Presidential Assistants Request 15.0 
OCI 35.0 
OSI 10.0 
ORR 5.0 
Other DD/I 10.0 
Other Agency 5.0 

100.0% 


h. ORR/Cartographic Division, Chart and Graph Section (Item 7, Tab A) 


25X11 This Section with [employees on duty is primarily respon- 

sible for the preparation of Pine line drafting and cartograms 
which are included within the Economic Research Area publications. 
This Section produces no visual materials Por exhibit nor does 

it prepare any materials for use in instructual courses. The 
personnel assigned to this Section are trained cartographers 

and the applications of cartographic techniques are reflected 

in the finite details of the graphics included in ORR publications. 


phic Intelligence Center/Technical Services Division, 


Analysis Branch (Item 8, Tab A 


The Graphic Analysis Branch | employees on duty with 25X1 
responsibility for the preparation 0 ighly sensitive materials 


(Predominently cartographic) in support of the mission of the PIC. 


j- National Indications Center (Item 9, Tab A 


The one illustrator assigned from the Agency is responsible for 
preparation of graphics for the National Indications Center which 
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include intelligence and operational materials for use by the 
Watch Committee. 


k. DD/P, PP Staff, Art Branch (Item 10, Tab A) 


25X1 This component withL____ employees on duty is engaged 
exclusively in graphics activities in support of psychological 
warfare operations of the Clandestine Services. The individuals 
assigned to the Art Branch are responsible for direct liaison 
with PP Case Officers to determine the most effective media to 
be utilized in the accomplishment of the operation, together 
with the execution of the graphics themselves. No other types 
of graphic materials are being prepared and where the workload 
goes beyond this restricted sphere requesters are referred to 
the SSA Visual Aids Unit. 


1. Technical Services Staff/Plans and Training Group. (Item il, Tab A) 


One individual is currently assigned to the Plans and Training 
Group and is working exclusively for TSS in the preparation of 
normal types of graphic/visual materials for use in instructional 
courses covering TSS type activities. The materials produced 

are similar in type to those prepared by b, c, d and e above. 


m. Technical Services Staff/Graphic Arts, Art Branch (Item 12, Tab A 


25X11 The Graphic Arts Branch with [__emproyees on duty is 
; engaged in the highly technical and specialized field of docu- 
ment reproduction and do not produce graphic/visual materials 
of any other nature. These personnel are devoting their time 
exclusively to the preparation of materials in support of the 
operations of Clandestine Services. 


3. DISCUSSION 


The paragraphs on Discussion and Recommendations will be divided into 
two parts in order to provide for the currently dispersed physical 
locations of Agency components and to cover aspects of the new building 
scheduled for occupancy in 1961. 


ae Current locations 


(1) Of the 12 Graphics functions within the Departmental 
Headquarters of the Agency the four (4) Units within the 
DD/S Area (Items 1, 2, 3, and 4, Tab A) and the TSS/Plans 
and Training Group facility (Item 11 Tab A) are engaged 
in activities of a similar nature. They are staffed 
with Graphics personnel with varing skills and capabilities 
and are performing similar functions for the respective 
organizations to which they are assigned. 


Siote 
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(2) 


(3) 


(4) 


(7) 


(8) 


While a detailed analysis of workload and manpower utilization 
was not conducted at each of the Graphics facilities, a 
preliminary examination reflected that each of the units 
appeared to have sufficient workload to justify the on-duty 
strength. 


Standards for Agency Graphics were not in evidence (with the 
exception of NIS publications) and no interchangability of 
personnel exists between these units for the adjustment of 
workloads. The type of work performed by these components 
depends to a large extent on the capabilities of the personnel 
on duty. 


Legitimate requestors having no Graphics facilities attached 
to their organization contact one or all of these units for 

assistance and generally have to be satisfied with a second 

best position on the priority list. 


Duplication exists in the preparation of supply requisitions 
for expendable materials and each unit is equipped with the 

more costly items of graphics materials (air brush, instru- 

ments ete.). Much of the non-expendable equipment is not in 
constant use but has been procured by each installation for 

use when and as needed. 


Due to the sensitivity and the nature of activities performed, 
the following graphic units are recognized to be directly 
related to their respective parent organization: 


PIc/Graphic Analysis Branch (Item 8 Tab A) 
National Indications Center (Item 9 Tab A) 
PP Staff/Art Branch (Item 10 Tab A) 
TSS/Graphic Arts, Art Branch (Item 12 Tab A) 


Disparsed units of graphics personnel do not provide 
opportunities for employees to acquire additional training 
and experience that could be possible through a consolidation 
of talents, better utilization of on-duty strength and proper 
professional supervision. 


Not-with-standing the problems of individual organizational 
priorities, physical disbursement of locations and the 
exercising of commend functions; the above facts indicate 
intangible assets to be gained from the consolidation of 
graphic units within the DD/S (as indicated in paragraph (1) 
above) in order to provide a more efficient, effective 
graphics facility. 
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b. New Building 


(1) The proposed plan for the new building provides for seven 
(7) locations for Graphics/Visual Aids personnel: 


No. Organization Floor No. 
Unit Components Iocation Sg. Ft. Pers. 
? 1  OTR/Instructional Ground 25xX1 
1 Service Branch 
2 ORR/Carto. Chart & Ground 
Graphic Section 
3 OBI/ Publications Second 
Division 
h ORR Special Support Third 
Branch (Cartography) 
5 SSA, DD/S Visuel Aids Third 
Unit 
6 DD/P, PP Staff, Art Third 
Branch 


7  OCI/Production Staff Seventh 
Graphics Division 


The seven (7) locations provided above include a sub- 
installation of ORR/Cartographic Division (unit number 4) 
which could be combined with the main Cartographic Division 
(not included above) to reduce the total number to six (6). 


The building plans do not include any special provisions for 
OP/Records and Services Division, Stat. Rep. Br. graphics 
beyond working area for one employee and therefore not 
included above. 


These adjustments bring the total of graphics/visual aids 
units back to seven (7) locations within the new building. 


OTR will create a sub=installation of graphics to support 
those OTR components within the new building increasing 
the total number listed on Tab A to thirteen (13). 


In summary, of the thirteen (13) graphics facilities 
seven (7) (6 listed on Tab A plus OTR in part) will be in 
the new building and six (6) (5 listed on Tab A plus OTR 
in another part) will be located elsewhere. 
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h, -RECOMMENDATI ONS 
a. Current Location 
It is recommended that: 


(1) The Graphic Units designated as Items 1, 2, 3, 4 and 11 on 
Tab A be consolidated into one graphics function under the 
SSA/DDS, to provide essential graphics service to the DD/P 
and DD/S Areas and the SSA/DDS~ (a) appoint a single 
supervisor and (b) specifically approve requests for graphics 
work involving substantial costs. 


(2) The Office of logistics provide essential space for the 
operation of this consolidated graphics facility in an 
area centrally located to serve the components covered in 
(1) above. 


be. New Building 
It is recommended that: 


(1) The current plans for seven (7) graphics facilities within 
the new building be revised to provide for one central 
facility under the DD/S. 


(2) That prior to centralization of graphics facilities in the 
new building that another installation under OTR be estab- 
lished to provide graphics supportysto those Agency components 
located elsewhere. 


Chief, Management Staff 
Attachment: Tab A 


The recommendations in paragraph 4 are approved: 


Date: 


H. GATES LLOYD 
Acting Deputy Director (Support) 


Distribution: 
Orig & 1 - D/Pers. & 1 attach. 1 = Ch/TSS & 1 attach. 
1 - D/TR & 1 attach. 3 - DD/S & 1 attach. 
1 - D/log. & 1 attach. 1 - Mgt/S Comeback 


1 =~ Compt. & 1 attach. SECRET 1 - Mgt/S File & 1 attach. 
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REMARKS: 


FROM: 
Chief, Management Staff 
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80005N0080021-8 
_To: Colonel White 


"ROOM NO? BUILDING 


REMARKS: 


Attached is the staff study on consoli- 
dating Graphics facilities which you 
requested. 


25X1 [| told me that he was not 


too concerned about placement for personnel 
of the various Graphics units except for the 
workshops. Therefore, it would appear 
that if we could have joint use of one shop 


his problem would be resolved. iho 


CEB 
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MEMORANDUM FOR: Chief, Management Staff 


SUBJECT : Agency Graphic Facilities Within the Departmental 
Headquarters 
REFERENCE : Staff Study dtd 10 Apr 59 to A-DD/S fr C/Mgt Staff, 


subj: Same as above. 


1. Iam returning subject study without action. 

2. While this study sets forth certain advantages to be gained by 
consolidating these facilities, I believe that in the absence of any evidence 
of a savings in personnel there are some obvious disadvantages that outweigh 
the advantages. 

3. The real problem which would plague us wo uld be the matter of 
establishing priorities. From a practical standpoint it would be impossible 
to establish any standards or criteria on which to judge whose work came 
first. Under the existing system this is no problem. Another problem 
which concerns me is the matter of security. While your study recognizes 
this problem I seriously doubt that we would be able to maintain the necessary 
compartmentation without impairing the working efficiency of the consolidated 
group. There is still another factor which has a bearing on efficiency. Under 
present conditions these units are thoroughly familiar with their customers 
and are "tuned in" to their different requirements, presentation techniques, 
security considerations, etc. To put all of these units together under the 
supervision of one individual would not only tend to weaken their effectiveness 


Sepp . 
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but would also run the risk of creating disharmony which could lead to 
serious personnel problems. 

4, There is one aspect to this idea to which I do believe we might 
give further consideration and that concerns some system of over-all 
coordination of the workload of the various units. If we could devise some 
way of shifting work from one unit to another in order to keep the workloads 
balanced, we might realize preater efficiency. However, this may not be 
feasible either since I have been told that these units are fully occupied and 


generally speaking have a continuous back log. 


L. K. White 
Deputy Director 
(Support) 


25X11 [__ bit (5 Aug 59) 
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L.K.We continues to have a real interest 
in this problem. 


Re 4a (1) hadn't we better set an example? 
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preparation of large scale presentations, special materials for 
exhibit enf/or training purposes, anf graphic materials for 
inelueton in broshures and publications. The following dete 
represent & paroentage breakdown of customers base’ on 4 month 
average for 1958: 


Percentage 
ap/P 29.2 
DD/8: 
Security T9 
Commo 6.7 
SSA 4.2 
Personnel ae 
Commercial 2.6 
MadZeal 1.2 
Avfit. ok 
lagisties 2 
xt 7.2 
happert Guidance, Research, 3.0 
Administration and Leave * 


The Visual Alds Section hae on duty|__| employeos ani 
performs exelugively for OTR in the preparation of greyphies 
materials in support of Agency courses. The materials pre- 
pared are to a large extent similar in technique to those 
prepared by S8A4/Visuel Aids but with the availability of « 
mechenically equipped woodworking shop increased emphasia ts 
placed on diormmas, montages, three dimensional and exhibit 
materiais. A close lfateon is matntained batween the 
inetructora and the personnel of thia Section to secertain 
the need for ami effectiveness of prescntation materials 
accompanying instructional courses. 


The Support Branch hee en duty[ | —s»——sJemployees with 
responsibility for the graphic support for the Office of 
logisties. The materials prepared are fer use in instructional 
courses and for the greater part the seme type of graphics pro- 
duced in b and s above. Increased emphasis in this branch is 
placed. on the preparation of animated material, viewegraph and 
slide materials made possible by the expansion of physical 
facilities. In addition the Support Branch has the facilities 
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of ailkeacreen procesa_<« nent * Bs used nreiominately 
inthe preperation of| posters 
and various Agency aivert 

approximately 15% to 20% of *he workload of this Unit is 
overt in nature ani could be accomplished outelde the Agency. 
The follewing data represent a percentage breakdowm of 
customers based on average workload distribution for 1958: 


Office of Logistics 75.5% 
Mana gement 6.5 
Personnel &.O 
Comptroller 9.7 
Security °T 
pp/s 1k 
D/P 3 
Om 5 
mer i. 


The Statistical Reporting Branch has on duty one (1) Tllustrator 
producing visual materials confined to organizational and statis- 
tisal charts reflecting personnel data. The employee is also 
responsible for the preparation of the monthly personnel report 
prepared in graphic form for the DD/S. This project together 
with display charts reflecting personnel data comprises the 
entire activity of this Graphics Unit. Work accomplished is 
axclusively for the Office of Personnel for use in briefings 

or diecussions where graphic aids are required. Fluctuations 
in workload cause some slack time which ia estimated at approx- 
imately 10-15%. 


gxaghics personnel on duty in the Publications 
Division are used exclusively in the preparation of graphics 
materials for inclusion in the National Intelligence Surveys. 
Graphics assistance is remtereé to contributing chapter members 
where such facilities are not available. Revievse ani correstions 
when necessary are mate to graphics submitted by contributing 
members in order te comply with predetermined staniards for HIS 
publications. Ho other graphics functions are being accomplished 
within the Publications Division, 
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The Graphics Division in OCI with[  _—s«i|’ emplayees on duty ie 
the result of consolidation of graphics personnel vithin the 

DD/I Area. This Division is responsible for the preparation 

of large seale visual materials anil graphics for inelusion within 
current publications. The deadlines imposed on the Graphics 
Divigion are extremely stringent end require round-the-clock 
staffing. The predominent workload ia for the DCT (including 
NSC), to fulfill requests of Presidential Assistants ani for 

OCL publications. ‘The following is # percentage workload dis-~ 
tribution baged on average month: 


Percentage 
DCI (including NSC) 20.0% 
Presidential Assistants Request 15.0 
OCT 35.0 
OST 10.0 
ORR 5. 
Other DD/T 10.0 
| Other Agency «0 
100. 
he utogr ¢ Division, Chart and { Section (Ttem 7, Tab A 
25X9 This Seetion with eaploeyees on duty is primarily reapon- 


sible for the preparation of fine line drafting and ceartograns 
which are included within the Economic Research Area publications. 
This Section produces no visual materials for exhibit nor does 

it prepare eny materials for use in instruetual courses. The 
personnel assigned to this Section sre trained cartographers 

and the applications of cartographic techniques are reflected 


in the finite details of the graphics included in ORR publications. 


The Graphic Analysis Branch has employees on duty with 
responsibility for the preparation of highly sensitive materials 
(Predominently cartographic) in support of the wission of the PIC. 


| i. Metional Tndteations Center (Item 9, Tab A) 


The one illustrator assigned from the Agency is responsible for 
preparation of graphics for the Netional Indications Center which 
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include intelligence and operational materials for use by the 
Watch Comittee. 


k. DO/P, PP Staff, Art Branch (Item 10, Tub A) 


4; Zhie component with[ employees om duty is engaged 
exclusively in graphice ectivities in support of psychological 
warfare operations of the Clandestine Services. The initviduais 
assigned to the Art Dranch are responsible for direct liaison 
with PP Case Officers to determine the most effective media to 
be utilized in the accomplishment of the operation, togethe> 
with the execution of the graphics themselves. No other types 
of graphic matertals are being prepared and where the workload 
goes beyoné this restricted sphere requesters are referred to 
the SSA Visual Aids Unit. 


i. 


One individual ia currently sesigned to the Flens ani Training 
Group aoG ia working exclusively for TSS in the preparation of 
normal types of graphic/visual materials for use in instructional 
courges covering TS8 type activities. ‘The materials produced 
ave similar in type to those prepared by b, cS» 4 and 2 above. 


He 


The Graphic Arts Branch with eS So on duty is 
engaged in the highly technic Bpecializes field of docu- 
ment reproduction and do not produce graphic/visual materials 
of amy other nature. ‘These personnel are devoting their time 
exclusively to the preparation of materiale in support of the 
operations of Clandestine Services. 


3. BESCUSSTON 


The peragraphe on Discussion and fecomsendations will be divided into 
two parts in omier to provide for the currently disbursed physical 
jiocationa of Agency componente and to cover aspects of the new building 
scheduled for occupancy in 1961. 


Be Current, Locations 


{1} Of the 12 Graphics functions within the Departmental 
Headquartera of the Agency the four i Unite within the 
DD/8 Area (Itens 1, 2, 3, and 4, Tab A} and the TS8/Plens 
and Training flroup facility (Item 11 fab A) are engaged 
in aotivities of a similar nature. They are staffed 
with Graphics persomel with varing skilis and capabilities 
and are performing similar fumctiona for the respective 
orgenizations to which they are assigned. 
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(2) 


(3) 


(4) 


(7) 


(8) 


While a detailed analysta of workioad end manpower utilisation 
waa not conducted at each of the Graphics facilities, a 
preliminary examination reflected that each of the units 
appeared to have sufficient workload to justify the on-duty 
strength. 


Standards for Agency Graphics were not in evidence (with the 
exception of NIG publications) and ao interchangability of 
personnel exiatsa between these unita for the adjustment of 
workloads. The type of work performed by these components 
depends to a large extent on the capabilities of the personnel 
on duty. 


Legitimate requestore having no Graphics facilitice attached 
to their organization contact one or all of these units fer 
essistance ani generally have to be satisfied with e second 
best position on the priority list, 


Duplication exists in the preparation of supply requisitions 
for expendable materials ami each unit ie equipped with the 

wore costly iteme of graphics materials (air brush, instru- 

ments eta.). Much of the non-expendable equipment is not in 
eonstant ase but hes been procured by each installation for 

use when and as needed. 


Due to the sengitivity and the nature of activities performed, 
the Pollowing graphic witte are recognised to be directly 
related ta their respective parent crganization: 


FIc/Graphic Analysis Branch (Item 8 Tab A) 
National Indications Center Item 9 Tab A) 
PP Staff/Art Sranch Item 10 Tat r\ 
TSh/Graphie Arta, Art Branch Item 12 Tab A 


Disbursed waite of graphics personnel do not provide 
opportunities for employees to acquire eiditional training 
and expertence that could be posatble through a consolidation 
of talents, better utilisation of on-duty strength and proper 
profeasianal supervision. 


Not-with-standing the problems of individual organizational 
priorities, paysical disbursement of locations and the 
exercising of command functions; the above facts indicate 
intengible asseta to be gained from the consolidation of 
graphic units within the DD/S (ae indieated in paragraph (1) 
above} in omler to provide a more efficient, effective 
graphics facility. 


eG 
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ay: Sip prepowed plan for the nov baling provides for coves 
(1) levettesn fur Geagkion/Views. Aide yerecnnel: 


25X9 


<ktk waad Sc cack Uti te ata vis 
{uot temaaied abore} to redhaee She total aastuc to atx {4). 


einiiae XG 
ae aw Serricns 


sacleist uke. 


Riewe 6 justnehe Sring Ghee totel of graghina/vieus) aide 
wadtte task te seven (7) losations within the sow baliding 


SE: WiLL crane % — said 
prepa sine er rang gl grad hrmnram i ves 


in @omenery, thirteen (23 Dy gegen porte 
on) des a ) sfRi be ta 
2 = es Se S Mintad on We 8 plus ot 
in wapthes gart.) wilt be lossted eisewbers. 
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Tt ie secomenied thet: 


{2) he Often of logtshien srevite eaveubtal azese for the 


Bs 


TS ie weecmmenied that: 


poe 


Bee 


The reoumentations ia paragregk 4 are egprowed: 


ees 


otc =m seonet~ Ree. 


| 
25X1. 
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